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             A C H I E V E M E N T  S E R I E S  
 
 

                                                            S c h e d u l i n g  t h e  D i s t r i c t  W e b  T e s t  
 

 
 
After a Test is Drafted and Published, it must be scheduled in order to be administered. 

• Scheduling a test generates a unique Test ID for each version.   
• Students must enter the Test ID to access the Web (online) test. 
• Schedule Web Sessions separately from Scanner Forms sessions. 

 

 
Section 1: Login to Achievement Series  
 

1. Open an Internet browser, such as Windows Explorer. 

 
2. Go to http://www.achievementseries.com/. 

 
3. Click Staff Members. 

 

 

4. Enter your Site ID, Staff ID and Password.  

Then click Login. 
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Section 2: Schedule the Online Published Test 

 
1. At the Achievement Series District Home Page, select Tests. 

2. Select List under Published Tests. 

3. Locate the desired Published Test and click the test name to open it.  

4. Select the Schedule tab. 

5. Click Schedule Test. 

6. Select the radio button for the Published Test to be scheduled. 

7. Click Next. 

8. Select Online Test Session and then click Next. 

 

 

9. Setup the Online Session as follows: 

A. Enter the Scheduled Session Name  (Tip! Add Web or Online to the Name) 

B. (Optional) Enter a Session Description 
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C. Select the Versions to present to the students. 
     Note: If multiple versions exist, you opt to randomly assign versions. 
 
 
D. Student Selection: Select a group or choose individual students. 
    Note: Typically you will enter the same Grade Range setup in the Test Draft. 
 
     Note: If you selected specific Grade Levels in the Test Draft, this test will be 
     restricted to students in those grades. You cannot overwrite the Test Draft  
     grade setup here. But you can limit test to specific students in those grades. 
 
 
E. Enter a Session Date Range within which the test can be taken. 
 
 
F. Select Next after setting up the properties. 
 

 
 

 

10. Next confirm the Student Selection and click Save. 
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11.  Access the Scheduled TEST IDS by opening the Scheduled Test Session. 

 (Select Tests and List the Scheduled Tests.  Then click the test name.) 

 
 
 

 
 
 

 

 
 

 

 

 

 

 

 

 
 

 

 

 
 
 


